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User Guide: Entering RMA in BSD 

Creating the RMA – SALES PROCESS

1. From the RMAs Form, ensure the filter in place is NOT on.

2. Select “ACTIONS”, then “NEW” to create a new RMA
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3. Leave the RMA number field blank – upon save the next sequential number will be assigned to this RMA. 

a. If entering an RMA for Larson Davis enter prefix “P?” in the RMA field first

b. If entering an RMA for L&T enter prefix “F?” in the RMA field first

c. If entering an RMA for Accumetrics enter prefix “RN?” in the RMA field first

4. Enter the customer number (bill to) and appropriate ship to number.

5. Move to the “PCB” tab and enter:
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a. Routed to

b. Routed to backup

c. Repair contact (BWadsworth (PCB), EPender (L&T), JGrace (LD), JUrban (Accumetrics)
i. These fields will be used when sending emails upon RMA lines completion

d. Enter Customer PO (Leave blank if No PO number is provided, Type “None” when no PO is required)
e. Check box if customer desires partial shipments. 

6. Save your RMA – note the RMA number assigned

7. Select RMA Lines icon

8. Enter information for Line 1
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a. In the “Item Field” enter the model number. All goods coming in for any kind of  work (Recal, Repair, Eval, FAL) will start with “SER –“ or “-“ followed by the actual model number.  See section 9 for “Return to Stock” process
i. (SER-356B11) (-356B11)

ii. You will receive an error message advising the model does not exist.  This will happen with every RMA as we have no models that begin with “Ser-xxx”. Just click ok and proceed with the rest of the RMA. 
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b. Fill in Qty and “EA” in box next to QTY.
c. On the General Tab in the “Reason” box, at the bottom right hand corner of screen, enter the applicable serial numbers:  s/n 123565  133552  352112 no commas
d. Check the “Warranty” Box if the product is coming in for Failure Analysis and is under warranty.
e. Select the “Notes” Icon on the tool bar – Type the word “General” next to word Subject: and click the Internal Box
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f. Enter the following information in yellow area under note: codes, pricing and any applicable information necessary for the repair/recal/eval/FAL/ of goods.   This yellow area is also where all of the communication notes during the remit process will be stored.   
i. (E.g.) ACS- 1T $365.00

ii. (E.g.) No output on Z axis (information for repair if needed)
iii. If Product is being MODIFIED

1. Note AE who approved Modification
2. Note the old part number

3. Note modification instructions
4. Note new part number
5. X-ref job number

g. Enter additional lines as needed and follow steps above for each. 


9. If Product is being Returned to Stock

a. You must issue the RMA from the Site the Product derives from and the Bill To Customer number from Original CO MUST be used 
i. (E.g.) CAL200 – RMA must be issued from the Provo site

ii. (E.g.) 1204-03A- RMA must be issued from the Farm site

iii. (E.g.) BT80077 RMA must be issued from the NYS site

b. Follow steps 1-7 above

i. If you are entering an RMA for credit in the Provo site use the prefix “PC?”. (this will allow for quick reference on where the RMA info is located as the “C” will note it is a credit)

ii. If you are entering an RMA for credit in the Farm site use the prefix “FC?”. 
iii. If you are entering an RMA for credit in the Accumetrics site use the prefix “RNC?”.

c. In the Item field you will enter only the model number being returned

i. (E.g.) 356B11

d. Fill in Qty and “EA” in box next to QTY.

e. In the “Reason” box, at the bottom right hand corner of screen, enter the applicable serial numbers 

f. Select the “Notes” Icon on the tool bar - Type the word “General” next to word Subject: and click the Internal Box
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g. Enter the following information in General Note in the yellow area so the unit(s) are routed correctly once they are received in and any other information needed to have product returned to stock.

i. Enter notes to explain: 
1. Category (choose one of the following) – STOCK, STANDARD, SPECIAL
2. Advise return to new stock or consignment stock

3. Reason for return

4. Original CO #

h. Enter the CO# of the Original Order the product shipped out on in the “Order” field.

i. Enter the Line the product shipped on from the Original Order in the box next to the Order field from   step H. 
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j. Now click on the “Amounts”Tab and you will see the dollar value that will be credited back on the original order.  Please validate this information is correct. 
i. If there are restocking fees the % can be added into the Restocking Fee % field. 
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k. Save.

l. You will not need to convert the RMA to a CO for these RMAs. 
10. Move to the “Disposition” tab [image: image9.png]saiojdx iy
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a. Enter the reason for return

i. (E.g.) 1WK – SVS-Recal 1 wk promise

ii. Reference TA147 Recalibration/Repair Lead Time Sheet
iii. Reference LT1018 Recalibration and Repair Lead Time Sheet - Load & Torque
11. Move to the “PCB” tab
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a. If you desire to override the standard “Days Due” based on Disposition, enter the number of days requested in the “Days Due” field. This must be confirmed by the Repair Group.  Send email to Repair Delivery Escalation and the Repair group will place the RMA# on “Hot” Board
i. This is where you would change days when placing a “Rush” on a Repair/Recal.

ii. Standard “Days Due” is based on Calendar Days and NOT Business Days.
1. 1wk Recal = 7 days

2. Recal = 14 days

3. Repair = 21 days

4. Eval = 7 days

5. Mod = 21 days

6. etc…

12. This part of the RMA process is now complete.

13. You will now need to convert your RMA to a CO. 

a. Sales needs to enter at least one replacement line upon issuing an RMA.  This will allow two things to happen:

i. Will create a CO# to allow the Repair Department to identify an RMA to an order

ii. Allow Sales the capability of entering credit card information on the order.

14. On the Replacement Lines Tab ****MAKE SURE YOU ARE ON LINE 1 OF THE RMA****
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a. In “Item” field enter the Code associated with the product being returned.

i. (E.g.)- ACS-1T

b. Save- this will open the “Generate” button

c. Leave the Order field blank for a domestic order

d. Enter “I?” in the Order field for an international order

i. Tab over to confirm the Order # that has been assigned. 

ii. Save 

e. Click the “Generate” button


i. This will generate an “Order” number that will fill in the “Order” Box.  That will be the order that this RMA will be associated with. 

ii. Once the “Generate” button is selected the line will “fill” and no more changes can be made to that line. You would need to go into the order itself and make necessary changes

iii. Go into the order and perform any necessary Contract Review:


1. Credit Card Information

2. Notes to the order

3. Update the “Initials” field, INCO terms, add Priority 9, ship tab, and enter line due/req date as 12/30/2050.

4. FOR PROVO, FARM & NYS ORDERS

a. You will need to zero out the line and dollar value so the ship site can be updated to Provo, Farm or NYS respectively.

b. Fill in the Request/Due date as 12/30/2050  
c. Save

5. Etc.
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